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Login into WFDSS and Navigate to MY HOME.  Next choose ADDRESS BOOK 
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from the left hand menu.



Once the ADDRESS BOOK opens, users will see the WFDSS Address Book.  It  
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contains a complete list  of all the users in the system, regardless of their role(s).



In the upper left, use the drop down arrow to choose My Address Book.  This will 
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allow users to view groups they have created.



These are the GROUPS that I have created in MY ADDRESS BOOK.
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Now let’s return to the WFDSS Address book.  Users can utilize the filters to choose 
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members of the group.  Its easiest to select user names from the complete list of 

users and user roles.  

Select Complete List from the Roles drop down list.  In the User Name field, type 

the last name of the person users want to add to the group.  Click APPLY.  This is 

the most efficient way to find members.



Once the screen fills, check the box next to the members name.
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There is no need to refresh the screen to the entire WFDSS Address Book.  Simply 
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type in the last name of the next member you wish to add, and click APPLY.



Users with that last name will now be available.  Again mark the box next to the next 
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member’s name.



After you have selected all your group members, fill in a Group Name and click 
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CREATE GROUP.



You will see in green letters at the top of the screen that your group was created 
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successfully.



Choose MY ADDRESS BOOK in the drop down box to view your GROUPS.
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Groups can now be used to send e-mails or transfer ownership of an incident.  Click 
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on the E-Mail Address portion of the box.



Your Lotus Notes will launch.  You will be able to send an e-mail to all members of 
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your group.  You can convey messages regarding ownership duties, decision 

document issues, or fire behavior modeling.



Groups can be edited by clicking on the Group Name.
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You will be able to view the current Group members.

17



In the drop down box, choose WFDSS Address Book and then APPLY FILTER.
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The WFDSS Address Book with all WFDSS Users will appear.  You can now scroll 
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through the user list to add additional members to your Group.  Once your 

additional members are marked, click UPDATE GROUP.



You will see your edits to the Group and a message that your “Group “XXXX” 
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successfully updated”.



You can also delete a group member.  Deselect a group member, click UPDATE 
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GROUP.



The member you deselected will then be deleted from the group.
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We have now learned to Create and Edit Groups.
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We can transfer incident ownership to a group.  If you wish to remain as an owner 
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of an incident, make sure you are included in the group.

To Transfer ownership:  Navigate to the Incident you wish to transfer the ownership 

and then VIEW INFORMATION.



Once on the Incident Information page, choose TRANSFER OWNERSHIP.
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You can transfer ownership to an individual or to a group.  
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To view your groups, use the drop down box to choose MY ADDRESS BOOK.
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Choose a group to transfer ownership to.  Next, choose TRANSFER OWNERSHIP.
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WFDSS will confirm that your incident transferred successfully.  
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On the Incident Information page, you will see that you are the Group Owner.  You 

will also see the Group Name.  Ownership of the incident can be transferred an 

unlimited number of times as needed.
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